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ERGONOM CS

Safety Training Goal: Understanding ergonomics and why it is
i mportant.

1. | nt r oducti on.

Ergonomics is the science of matching tools and tasks to the work

environment. In other words, ergonomcs tries to nake the job fit
the worker, rather than making the worker fit the job. The purpose
of ergonomics is to elimnate and/or reduce injuries and ill nesses

that can result fromstress on the nuscles, nerves, and joints.
2. Di scussi on.
a. Types of injuries.

(1) The nost conmon type of ergonom cally-rel ated
injuries are called nusculoskeletal disorders, or sonetines

curmul ative trauma disorders (CIDs). These are also known as
repetitive notion or stress disorders. These types of problens
have been common to workplaces for a long tine. They wusually

involve pain and danmage to nuscles, tendons, and nerves in the
back, neck, shoulders, wists, hands and el bows. Typical problens
of this type include:

(a) Tendonitis.

(b) Tennis el bow.

(c) Low back pain

(d) Carpal tunnel syndrome, which causes hands and
wists to tingle, ache, or becone nunb.

(e) Reynaud's Syndronme, which cause fingers to becone
whi t e because not enough bl ood is circulating.

(2) These problens are usually caused by:
(a) Making the sanme notion over and over.
(b) Staying in the sane position too |ong.

(c) Wirking in an awkward position that puts stress on
nmuscl es and joi nts.

(d) Wirking with tools that don't fit your body.
(e) Using a great deal of physical force.

(f) Exposure to heavy vibration over |ong periods of
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(3) These types of injuries don't just happen to
wor kers who do heavy physical | obs. They al so happen to office
wor kers, such as those who work at a conputer for nost of the day.

b. Preventing injuries.

(1) There are a nunber of ways to reduce or elimnate
nmuscul oskel etal disorders, including:

(a) Using two hands instead of one to perform a task.
Thi s hel ps reduce the stress on anyone part of the hand.

(b) Using the right tools for the job. Thi s includes
using lightweight tools, as well as tools that are ergonomcally
desi gned.

(c) Using power tools rather than manual tools reduces
t he amount of force required.

(d) Taking breaks from repetitive notion tasks by
switching periodically to other tasks.

(e) Avoiding repeatedly awkward novenents or positions.

(f) Waring gloves to protect against pressure or
excessive vibration

(2) Personnel who spend a lot of tinme at conputer
wor kst ations can take the follow ng steps to avoid probl ens:

(a) The screen should be 16 to 25 i nches away from your
face, just below eye level, to reduce neck strain.

(b) The keyboard should be positioned so that wists
are in a neutral position.

(c) Sit wth your back straight, hands and arns
straight on the floor, and thighs horizontal.

(d) Adjust chair to accommodat e personal necessities.

(e) Change positions, stretch, and take breaks
periodically.

C. Treat nent .
(1) Muscul oskeletal disorders can be very serious.
They cause pain, lost work time and productivity, and in extrene
cases can cause permanent disability. Learn to recognize the
possi bl e synptons in the hands, arns, neck, shoul ders, and back

(a) Pain and aches.
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(b) Stiffness.

(c) Wakness.

(d) Nunbness or tingling.
(e) Swelling.

(f) Burning sensation.

(2) Cet nmedi cal attention for t hese synpt ons

i medi at el y. Then follow the instructions for treatnent. In
addition, it may be desirable to make ergonom c changes in your
work area or work habits. Staying in shape through regular

exercise is often hel pful in reducing the risks.
3. Concl usi on.

There are two main ways to prevent ergonomc injuries and |essen

their inpact. One is to correctly use equipnent and tools. The
second is to nodify work habits. | nprove your posture. Pay
attention to your body so you can correct ergonom c disorders as
soon as Yyou detect them Learn to adjust chairs, keyboards,

lighting and other controllable factors for maxi num confort and
heal t h.
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What Is Ergonomics
And Why Is It Important?

1

} =
rgenomics comes from the Greek words “erpon,”™
meaning work, and “nomos,” meaning “laws.” So
ergonomics [iterally means “the faws of work.™ A

modem way of saying it is “designing the job, equipment

and teols to fit the worker, and fitting the worker to the job.™
The science of ergonomics was first defined in 1717, but
only recently have its disorders attracted widespread atten-
tikon as occupational health concems. :
Exgonomics covers all physical aspects of a job:
» biomechanical, including stress on the muscles,
nerves, bones, tendons and joints;
» gonsory, includieg hearing and vision:
= and environmental, including Yighting, noise, temper-
ature and humidity.

Ergonomic Problems
Ergonomic “stressors” (factors that can lead to disorders)
include repetitive motions, excessive force, vibration, plare,
poor air quality in an office and an awkward or prolonged
posture.

In some cases, new techonclogies have created ergonemic
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concerns. For instance, the increased use {and misuse) of

computer keyboards has contnibuted to a rise in wrist disor-

ders. In face, at least half of all reported ailments are cumu-

tative trauma disorders, injuries from the graduat repetition

of stresses that would not be harmful if performed once.
The most commen ergonomic disorders are

» carpal tunnel syndrome, characterized by pain in
the wrist from pressure on 2 nerve. Repetitive, frequent
or unsopporied wiist movements from an unnatural
angle can inflame the wrist tendons and other Gssves
that press on the nerve.

» back Injuries and chronic back pain from improp-
er lifting or from attempting 1o lift heavy objects alone;

= tennis efbow and tendinktis from repeatedly and
sharply twisting an arm in a jerky way;

« neck straln from incorrect posture or telephone use;

« gye straln from improper lighting or incorrect
postuore;

« sick bailding syndrome (rashes, headaches, fatigue,
itchy eyes or congestion} from poor air quality inan
office;

« white finger disease {Raynaud’s phenomenon)
from the destruction of blood vessels in the fingers.

Ergonomic Solutions

There are two main ways o prevent ergonomic injuries and
to lessen their impact if they strike. One way is io correctly
use your equipment and toois. And the second way is to
modify work habits, in other words. to avoid undesirable
motions, improve your posture, spend less time on certain
tasks and take all allowable breaks.

Pay attention to your body 50 you can cormect ergonomic
disorders as soon as you detect them. Leam to adjest chairs,
keyboards, lighting and other controllable factors for your
maximuem corfort and health. For instance, an easy way 1o
improve air guality is (o add house plants that require low
light. With such ergonemic sclutions, you can learn to
work in harmony with your workplace environment.

© 1990 PaALAY INTERNATIONAL 1500.778 E5]
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Ergonomically Yours

Prevent CTD's when you work at a computer:

o Place video display terminal (VDT) screen about 12 to 18 inches from your face.
Angle it so you don't have to strain your neck.

® PTsiti;:m VDT's top display line and the top of the document holder just below
eye level,

SR o Tilt keyboard 50 you can-

W reachall keys easily with
Ly wrists straight and elbows at
¥ a 90-degree angle.

o Use a padded wrist rest i
you have one.

e Adjust your chair for
comfort and good

< | podte

e Get up and walk
around occasionally.

o Do finger stretches
every few hours to
give your hands a
break.

{OTBI)
© Business & Logal Reports, Inc,

Reproduction is allowed under the terms i i
granted with purchase of the licensing agreement
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W\

Reducing Risky Business

You can practice ergonomics, too!

@ Avoid repetitive movements whenever possible.
o Take breaks from repetitive motion tasks.
e Switch periodically to easier tasks. ‘

& Use your full hand and all fingers to
grasp objects.

, @ Use two hands rather than one
i foratask. f
1 @ Use power tools rather than |
manual tools.
e Set a pace that’s comfort-

. dble for you on certain tass.

- @ Camry materials with a palm-
down grip,

® Iteduce the
number of repetitive
movements in a task.

o Leam and follow
proper procedures
for tasks like lifting,

cutting, or handling

cK_II_'IS:l:'thC Symptoms of viorating tools.
' _ _ e Don't wear
@ Pain or achiness clothes, gloves, or jewelry that fit
@ Numbness or tingling tightly around the wrist.

e Buning e Stiffness
o Swelling e Weakness

Remember: Ignoring symptoms won't make them go away!
Seek help early.

[OTB1) & Business & Legal Reports, inc. Reproduction is allowed under the terms of the licensing agreement granted with purchase.
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Cumulative
Trauma Disorders

umulative tranma disorders
{CTDs), also known as repeti-
tive metion injuries, can slow
you down at work, at home
and during leisure time. They
result from stresses that beaild up over
tme in specific joints, tendons and
muscles, causing pain or other dis-
comfort.
Office tasks involving the repetitive

use of computers, word processors,
calcujators, photocopiers, postage
meters, soriers, rubber stamps, staplers,
file cabinets or heavy books can aggra-
vate CTDs. Major stress factors include
an incorrect position, posture, force or
frequency of an activity. On the other
hand, CTDs can be prevented or allevi-
ated by using equipment ergonomically,
that is, in a way that exerts the least
stress on the affected part of the body.

CTDs are someiimes difficait to
identify because everycne responds
differently 1o different physical stress-
es. Some people feel pain in a short
time, others after a long time and
scme not at ali.

The Most Commen CTDs

* Carpal tunnel syndrome: mflammation
of a majer nerve in the wrist from
repetitive forceful motions while the
wrist is misaligned, particularly while
using a keyboard.

* Low back pain and fession meck
syndrome. muscular and nerve

infiammation in these areas from poor
ot bending motions, mproper lifting
or carrying. or habitieal straining to
kook at a computer screen.

* Tendinitis: inflammation of the mus-
cles and tendons in the elbow, fore-
arm, wrist or hand. It often occurs
with fenogynovitis, nflanmation of the
lubricating sheaths surrounding the
tendons. Symptoms for both include
swelling, tenderness, pain and weak-
ness.

* RBursitis: inflammation of the bursa or
lubricating sac around bane joints.

* Rotator cuff infury (shoulder
tendinitis): inflammation of one or
more of the major tendens in the
shoulder, imiting shoulder move-
ment.

Make hmr Job Fii For Yeu

Follow these work habits to prevent or
treat CTDs:
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» Adopt an aligned, supporied p
osture, with your ears, shoul-
ders and hips “stzcked” in a
straight line.

¢ Pasition yourself at your work-
station {and position your eguip-
ment and tools in relaton to you)
sa that your wrists are kept
straight while parallel to the
flocr.

* Take a break or switch tasks on
a regular basis.

Use only the force or effort needed for

a certain taskc

Keep in shape through stretching,

exercising, diet and avoiding nicotine,

For instance, simple at-vour-desk

exercises, such as tHghtening your

fists, stretching your fingers and
rotating and shaking out your hands,
an do wonders if you're at risk for
carpal unnel syndrome.

‘The earfier you pay attention to a sus-

pected CTD, the more likely you'll be

able to do semething about it.

CTDs Can Ee Controlied

If you suspect you have a CTD, try using
ice packs and anti-inflammatory overthe
counter medications, such as aspirin or
tbuprofen. If these don't do the trick, con-
sult your doctor. With simple changes in
your work environment, working habits
and personal fitness program you have 2
much better chance at beating cumula-
tive trauma disorders.
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Prevent
Gumulative Trauma
Disorders

If you use vibrating tools or those that reguire excessive force, or you perform repetitive movements, you
may be at risk for developing a comulative trauma disorder (CTD). CTDs affect people in a variety of
cccupations, from construction and manufacturing workers to those who spend hours typing. It can take
manths or years before the pain, fatigue and tingling of cumulative trauma disorders appear. If left
untreated, some types of CTDs can cause permanent injury.

SYMPTOMS OF CTDs
I your wrists ache, your fingers feel numb at night or you have difficulty performing simple, manual
tasks, vou may be suffering from a cumulative trauma disorder. These injuries result when the nerves,
muscles and tendons in your back and extremities become constricted, irritated, inflamed and swollen. In
more serious disorders, such as carpal tunnel syndrome, swollen tendons may press on the main nerve of
your hand, causing numbness and pain that can extend into your arms and hands.

If you experience pain at work or at home after work, tell your supervisor and seek medical attention.
The earlier you identify and treat a cumulative trauma problem, the more likely it is that you can prevent
it from becoming a serions disability.

MAKE YOUR JOB FIT YOU

You can reduce the risk of cumulative trauma disorders by staying flexible, learning healthier work habits
and practicing proper body mechanics on the job.

v Sireich your amms, hands, legs and back for 5 misules each day befare you starl work.

v Place equipment, togls and parts within easy reach.

v When possibie, use mechanical alts, sach as vice iyrips, to complele demanding lasks.

v Change siressiul posilions frequentily. Yake a prinoie or twe every hoor to sirelch yoor neck, arms
amf lggys as sosn as yoo Teef fatigue, rather than wailing until break line.

v Use proper boiy mechanics when lifling, canying and placing items. Keep your spire verlical, bend
ai e knees, pivol instead of hwisting your bedy and stay close io the shject being moved.

v Take a shorl break and shake sut your hands once an howr.

v I you sit while woerking, wse a chair thal sugporis yoor back and keeps your spine in normal
aligrmeni. A well-aifgned spine helps yoor arms function more efficiently.

v If your use a keyheard, adlust your chair and gse ergonsmic alds 1o keep your wrists siralght while
{yping. Position your chair high enough so tha! your efbows are even with, or slightly higher than,
your keyhoard.

Dstribaried uder kense.  Partay Internation 1950086

43



MDW ACCI DENT PREVENTI ON PLAN HANDBOOK

Garpal
Tunnel
syndrome

Median Nerve
The only nerve that travels
through the tunnei along
with the tendons. This soft tissue
carries sensations from

part of the hand to the central
nervoussystem.

Transverse Carpal
Ligament

A very strong figament connects the
arch of the carpal bones, completing the
“tunnel.”

The Carpal Tunnel
Bones and a ligament form a smal circle
through which travel tendons and a major nerve.

Carpal Bones
Eight small bones fatrm a “U" at the basa of the palm.

Flexor Tendons
Nine tiny but tough tendons, each in its
{ubricating lining or sheath, siide back and forth through the
tunnel as the muscles of the hand and fingers move,

ecause bones, ligaments and tendons cannot be compressed, the

soft median nerve is the only component in the carpal tunnel that can

be pinched. When the lubricating linings around the tendons thicken
hecause of repetitive or too forceful hand movements, the resuiting
pressure an the nerve causes pain, weakness, numbness, tingling or a
burning sensation: carpal tunnel syndreme.

© 1950 PARLAY INTERIUTIONS. 1500085 B%]
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Are You at Risk for
Garpal Tunnel
Syndrome?

You extend your hand to greet your new supervisor, but when she shakes it, you feel a sharp, burning
pain. All the next day your hand and wrist feel numb.
The diagnosis is a shock. You have carpal tunnel syndrome—or CTS. CTS is caused by making the
same motion over and over. Packers, painters, assembly-line workers, cashiers and people who work at
computer keyboards all day are at risk for developing this condition. CTS is one of the leading claims for

workers” compensation.

Wiy Yoar Hand Huris

The carpal tunnel is
the bony cavity in your
wrist through which
nerves and tendons
extend to the hand.
When you repeat the
same hand and wrist
movements every day,
the strain causes
tendons to swell and
press on the main
nerve of the hand. This
persisient nerve
irritation can result in
pain, numbness and
dysfunction, not only
in the hand and the
wrist, but sometimes
extending up to the
forearm and elbow.

WHAT YOU CAN DO ABOUT IT
You can minimize the risk of developing CTS by
modifying the way you use your hands and arms.
Here are some ways to prevent the condition:

« Try to keep your wrists straight while working. Avoid
using your wrists in a twisted position for long pericds
of time.

« When possible, reduce repetitive tasks. Even simple
tasks can eventually cause injury when repeated over
and over.

v Avoid movements that require holding an object the
same way for lang periods of time.

+ Slow down and use only enough force to control hand
tools. This gives your hand time to recover from each
effort.

« Watch your grip. Using just the thumb and index finger
can put pressure on your wrist. When practical, use
your whole hand to grasp an object.

« Give your hands a break from time to time. Alternate
the gasy and hard jobs or switch hands.

v Do gentle hand stretches for one minute every hour.

« Take action early if you notice symptoms; don’t wait
for them to become unbearable. The earlier you have
a prefessional diagnosis, the more successful the
treatment.

Surnical Techninues
Speed CTS Recovery

When diagnosed early,
CTS can be treated by
stopping the repetitive
motion and splinting
the wrist. Howewver,
more serious cases
may require surgery to
relieve the pressure on
the nerve.

A surgical procedure,
using an endoscopic
instrument similar to
that used for knee
surgery, allows those
with CTS to return to
work in less than a
month—about half the
time required by
conventional surgery.

Dhstrilusbed uncler licesrse. & Parbay Inlternatieal 1980047
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SIDESTEPPING

Carpal Tunnel Syndrome

arpal tunnel syndrome, or CTS, a forceful motions while using compaters.
disorder of the wrist, now In “the old days,” when most office
accounts for about half of all occupaticn-  workers used typewriters, they took
al injuries. The reasons? Improper pos- periodic breaks to change the paper or
ture and Wrist positions along with the ribbon, things most modern work-

Here ure some therapies to prevent, counteract
or treat carpal fonnel syndrome:

»-Squeeze your hands into fists ar arsend ¢ foan boll and retate thesn lrom the wrist ir: cne direction 15
fimes. Then siretch mt your Fingers a5 for opert os possible ond rotale your hoads ogain 15 times in the
same direcian.

»Fxiend one hand os if shaking bends and genily poll back on yeue thomb with the ather hond. Hold for
five seconds. fepect wp to five fimes ond chenge honds. Then extead one hand ard gexily pull vesr
thumh dawn soward your palm for five seconds. Regeat vp ta five times and change hands.

»Take aspirin or ibwprofen. Bath redute poin end inflemnsticn.

™ In severe coses. pul ice compresses on yowr wrists et home fer about 20 minutes at e fime, with 10-
mievie hreaks, vntil the inflerenestion and swelling subside.
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ers don't peed to do. Such breaks rested
injury. Today's computers and programs
alsn often require the operator to per-
form tesks at a higher rate of speed and
maore frequently than on typewriters.

What Is C1S?

Tendons in the wrist nan throogh a cir-
cle of bones and Egaments in the wrist
called the “carpal tunnel™ Repetitive
motions without adequate recovery time
can cause the inflammation, swelling
and scarring of these tendons. Swollen
tendons press on the median nerve,
which also runs through the carpal tun-
nel. The result is pain, weakness, tn-
gling, numbness ¢r a burning sensation
in the wrist, palm and fingers. Pain may
even extend up to the forearm, elbow,
shoulders, neck and upper back.

[ ]
Preventing (TS
The best way to prevent CTS—and to
relieve it once it strikes—is to work with
your forearms, from your elbows to your
fingers, in a siraight line. This places
less pressure oq the nerves and tendens
inn your wrists. To accomplish this,
adjust the height of your chair and key-
board so that, when your elbows are
bent at a right angle, your forearms are
parallel with the fioor. Keep your feet
flat on the floor or on a foot stool. With
your Jow back supported against yoar
chair, “stack™ your ears, shoulders and
hips in a straight fine.

Get up about every hour and briefly
stretch your back, neck. arms, hands
and wrists, even if you don't feel much
tension or strain at the time. And iake
all the brealcs you're entitled to.

Vary your activities, if possible, or rest
your wrists completely, perhaps by read-
ing a repoct or attending a meeting. Use
a wrist pad $¢ rest your wrists on, rather
than resting them on the keyboard. This
type of pad runs along the lower edge of
the kevyboard. Even a small rolled up
towel will do.

If you smoke, cut down on (or cut
ouf) the habit. Nicotine constricts small
blood vessels and can make it more diffi-
cutt for your wrist to heal

Carpal tunpel ssndrome often goes
away if you catch it early and change
vour work habits, Otherwise, it may
require months or even years of treat-
ment and occasionally even cails for
surgery. To be safe, see a doctor if
symptoms last one or two weeks.
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Work?

Protecting Yourseif From Tendinitis
Even if you ve never played tennis, golf or any other sport, you
can develop tennis elbow, a type of tendinitis.

Tendinitis is a painful inflammation of one or more tendons,
the tough elastic bands that anchor muscles to the bones. It is
one of the most common “cumulative trauma disorders™
{CTDs), injuries that result
from repeated actions. Overuse

or misuse of the ferearm mus-
cles in the office can cause ten-
nis elbow, though weekend ten-
nis games or home repair pro-
jecis can agrravate the condi-
tion.

Besides tennis elbow. types
of tendinitis include golfer’s
efbow, thumb/wrist tendinits
and trigger finger (the inability
to straighten a finger).

Like other CTD's, tendinitis _
can be prevented or at least
improved by examining how you do things.

tip thc‘tu-p of the manual toward you so that it flips into the
correct position, ready to be referred to withount straining
your hand. Better yet, if there’s room on or near your
desk, keep heavy, oft-consulied books on a large “lazy
Susan™ or similar rotating carousel.

+If you're a receptionist with a sliding glass window separat-
ing you from the reception area, and the window is out of
reach, use a strong but Eight stick 10 open and close the win-
dow, rather than stretching 1o do so0.

s When getting Iunch in a cafeteria, slide your icay tc the
next food selection rather than carry it.

*If your office recycles items thai can get heavy when they
accumulate, keep them in several smaller boxes rather than
in one large bin or bag.

* If you have a lot of rubber stamping 10 do. enlarges the bandle

with wads of peper held in place by wape or rubber bands so
vou can get a better grip om it.

Are ¥ou putting excessive repetitive siress on
some of your tendens?

Avoiding Tendinitis in the Office
How vou grasp things in the office—and how -
often—can determine whether or not tendini-
tis will strike:

«If vour job entails pulling out file drawers
frequently, grasp the handles with as
much of vour hand as possible rather
than ~pincking™ the handles with vour
fingertips. This will distribute the effor1
more evenly and reduce the leverage
working against 1he rendons.

*If vou re constanily pulling beavy manu-
als or binders off shelves. keep them
upside down until vou need them. Then

» [If you often file mail or other papers into
dividers, containers or shots, position yourself or
the receplacles so that you don't have 1o bend
your wrist or keep raising your zrm above sheul-

der height.

Preventing and Treating Tendinitis
You can usually aveid tendinitis by distributing
your effort to more muscles snd getting better
leverage.

The first step in treating tendinitis is ta either
stop or change the activity causing it. If rest doesn™s
help, try an ice bag over the painful area or take
anti-inflammatory pain relievers. such as 2spirin ar
ibuprofen. Your doctor may also prescribe an elas-
tic bandage and special exercises.
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Taking Advantage
0f Ergonomic
Furniture and

ome older types of furniture and

equipment may have contributed

to physical stress. trauma and
injuries in the past. So engineers have
designed ergonomic furniture and
accessories that are safe, functicnal,
attractive and comfertable. The trick is
in using this “fisbure furnitre” to its
best advantage.

Your Chair

In an ergonemically designed chair sit
in & nevral relaxed position so that
Jou're oot straining any part of your
body. ¥Your hips will be slightly higher
than your knees. Most modern office
chairs alfow you to adjust the seat
height and the position of the back rest.
Some also come with a firmness
adjuster in the back.

To reduce excessive pressure on the
lower back and under the thighs, rest
your feet flat on the floor or on a
footrest. Keep the small of your back
supported by the chair back. 1f the
chair is too deep to achieve this, use a
smaller chair. One size may not fit all.

Your chair is at a proper height when
your hands are at your keyboard and
your elbows are at a right angle, with
the forearms parallel to the Roor. Your
hands shoudd be in a reasonably
straight line with your foreamms.

If you ot for one of the new kneeling
chairs with no back support, raise your
work surface to relieve back sirain.
These chairs are ideal for frequent
alternating between sitting and
standing.

Your

Computer
Monitor

Keep your menitor
<lose enough so

that you won't

crane your head and
neck forward to peer
ar it. Adjust the
height of your screen
s that your eyes look
slightly downward 1o
view it.

Turn your monitor at a right angle to
windows and ether direct light sources.
Facing a window while working or
working with your back (o a strong
light source can cause too much glare,
1f, on the other hand, your office Hght-
ing is too dark for your taste, ask if you
could bring a small adjustable lamp to
work.

If your coworkers agree, adjust win-
dow blinds or curtains to redwoe outside
glare. [F vour screen swivels or tilts,
adjust it periodically to avoid glare.
Also keep books and files away from
the sides of your monitor, both o allow
you o adjust it and to keep it from
overheating.

Accessories

If glare on y¥our menitor remains a
problem, consider getting an anviglare

STlter that covers your screen.

Placing a &eyboard plagfbrm under
your keyboard allows you 1o adjust its
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height to whatever is most comfortable
for your hands.

Wrist pads can support tired or over-
stretched wrists and help keep your
hands straight while typing. Some mod-
els are attached to a platform that slips
under the keyhoard 1o keep the pads
stable.

If you need to type or read from files
of books, keep them 1the same distance
and height as your screer. Prop them
up in a documert holder or a
Bookstarud.

Finally. noise from an impact printer
can be baffled by a prinzer shield if the
printer cannot be isolated i another
T00m

With the proper use of ergonomically
designed furniture and equipment you
can pleasantly avoid most of the physi-
cal strains and pitfalls of modern office
work-—and get a lot more done in the
process.

© 1993 PAALLY STEARTIoNAL 1500079 BY
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Telephones
And Your Neck

HanDs ON oR

HANDs OFF?

Fewer devices have made our lives easi-
er and more productive than the tele-
phone. However, like just about any
modern convenience, telephones have
their drawbacks. One of the most unwel-
- come “byproducts” of frequent tele-
phone use is neck cramps. These
painful muscle spasms can strike both
when cradling the handset between
your head and shoulder and when using
a shoulder-rest attachment. Or your
neck muscles may feel sore or tense.
Neck tension can also be the source of
headaches, dizziness and nausea, as
well as pain, tingling or numbness in the
fingers, arms and shoulders.

When we need to
use both hands while
on the phone, most of
us favor one side of the
neck in which to cradle
the handset. The result-
ing neck strain is rarely
alleviated by let-
ting the other
side take
over. Your
ear can
also
get

uncomfortably hot and feel “crushed” by
prolonged pressure from the handset.
Newer telephones with smalter hand-

sets have only made the problem worse.
And the phone-induced pain in your
neck may be aggravated by stretching
your neck forward to look at a computer
screen for long periods or by sleeping
with your head at an awkward angle.

INSTANT RELIEF

Consider using a headset. They can be
easily attached to any phone and are
feather-weight and adjustable to fit any
size head. Most headsets have a volume
adjustment and allow you to switch to
your usual handset at any time. They
can be moved to any phone—and still
allow you to keep both hands free. Best
of all, headsets remove telephones from
the list of neck “stressors.”
If you prefer not to use a head-

\\ set and don’t require complete pri-

vacy, use a telephone model
with a speakerphone. Other-
wise, try to hold your
phone’s handset with
your hand as much
as possible and
avoid cradling it
between your
head and shoul-
der. You'll find
that telephones
are not only
- useful, but
comfort-
able!
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TENSION AND PAIN
* Drop your chin to your chest, then let gravity
pull your head os for as is comfortable for
about 30 seconds.

© Tilt your head os far as is comfortable foward
one shoulder and hold for @ moment. Repeat
on both sides 5-10 times.

* Tilt your head back slowly untif you can look
at the ceiling. Hold that position while you
open and dose your mouth several times.
Return slowly fo cn upright position and

repeat 5—10 times. -
Resistance exercises

® Place your palms against your forehead. As
you press your head toward your palms, push
back—or resist—uwith your hands. Relax
and repeat 5-10 fimes.

© Place both hands behind your head. Press
your head back while at the same time you
resist with your hands. Relox and repeat
5-10 times.

* Place one hand on the side of your head. As
you resist with your hand, press your heod
toward your shoulder. Repeat 510 times. Do
the same exerise on the other side.

Other treatments

* Apply cold compresses or an ice bag over
musde spasms or “knots.”

® Use o heating pad or hot moist fowel over
tense musdes. (Heat can aggravate symp-
toms if done too long, so check with your
dodtor first.)

* Take aspirin or ihuprofen.

* Give yourself a neck rub or get a shoulder
and neck massage.

Ths informotion s not intended as o substitute for professional
heolth core. Aways follow your physicion's edvice.
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Stretch at Work

Guard Against Repetitive Motion Disorders

Anyone who works with a jackhammer, bends over a conveyor beli or performs other repeated
movements at work is at risk for developing repetitive motion disorders. You may feel the symptoms of
these injuries in your hands and arms. Repetitive motion disorders originate in your mmscles and nerves.
These four stretches can help keep your back and arms flexible and supple and guard against repetitive
motion disorders. These exercises can be adapted to any workplace, whether you work inside or outside.

NERVE STRETCH
Right Side Left Side
1. Stand arm's distance with your right shoulder perpendicularto 1. Stand arm's
a wall, truck, tree or post. distance with your
2. Straighten your right arm. Place your palm on the wall with left shoulder
your fingers pointing toward the ceiling in a2 12 o'clock position.  perpendicular to a

3. Straightan your elbow and press lightly against the wall with wall.
your hand. Keep your hand in this position for 20 seconds. 2. Repeat the same
4. Point your fingers toward the floor in a 6 o’clock position. stretches with
Press lightly with your palm. Keep this position for 20 seconds.  yourarm in 12
5. Move your fingers toward the back of your body in a 3 o’clock o'clock, 6 o'clock
position. Held this positian for 20 seconds. and 9 o’clock
positions.

CROSS FINGER STRETCH

1. In a standing position, extend arms in front of your body from the shoulders.
2. Lace fingers together and turn palms outward.

3. Stretch your arms forward. Hold the stretch for 10 seconds.

4. Repeat the stretch on your right and left sides.

WINDMILL
1. Stand in a straight, but relaxed, position.
2. Extend your right arm up at a 45-degree angle and your left arm pointing down at a
45-degree angle.
3. Gantly stretch your arms in opposite directions. You should be able 1o feel a pentle
stratch betwean your shoulder blades.

N

1. Stand tall and clasp your hands above your head.

2. Take a deep breath and stretch your arms toward the
ceiling.

3. Bend slowly to one side and hold briefly.

4. Return tg the start position.

Distributed under lieense, € Pariay Inkenational 1880.085 B0
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Sitting Pretty
Good Posture Boosts Energy!

You may think that it"s more comfortable and restful to slouch
while using your keyboard or to lean on your desk with your
elbows while reading. But in the long run, it isn't. '

In fact, poor posture, the stress of leaning over paperwork and
straining to peer at computer screens may eventually cause you
to experience muscle tension, stiffness, backaches, neck cramps
and fatigue. Such habits can even lead to more serious problems,
such as spine disorders or pinched nerves.

Posture Problems

Sleuching can everstretch the liga-
ments that support your spine, caus-
ing backache and fatigue. Cradling a
telephone handset between your head
and shoulder can give you a stiff,
sore neck. Siting in one position: for
long periods {an aspect of posture
many people overlook} can reduce
circulation in your muscles, increas-
ing fatipue and stiffness and setting
you up for irjury.

The Principles
Of Good Posture

Here are the major compenents of

healthy—and energizing—posture:
« Whether sitting or standing, keep
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your ears, shoulders and hips
“stacked” in a straight fine. This
will keep the three natural curves
of your spine in their normal,
balanced alignment. _

= Adjust your chair height so that
your Feet are flat on the foor or, if
you're a shorter persoz. on a foot
stool. Avoid crossing your legs.
Slide your chair under your desk or
workstation so that yon won't have
to lean oo far forward. If your chair
is at a comfortable height, your
knees will be level with or slightly
lower than your hips. Support your
low back with the back of your
chair. If further suppert is needed.
use & cushion, lumbar roll or reiled
up towel and place it in the small of
your back.

* Flace books and papers you aeed to
1ead or cype from in a beok stand or
document hekler the same distance
from you as your computer Screen.
Raise or lewer such documents as
well as your computer screen so
that the topsof each are ator
slightly below eye level,

= Instead of cradling a phone handset
between your head and shoutder,
use a headset or speakerphone or
simply hold it 10 your ear with a
free hand.

= Take stretch breaks about once an
hour. Avoid getting “hypnotized”
by your computer screen for hours
at a time. Stand ug, breathe deeply,
stretch and shake cut the kinks.
Just a few minutes an hour should
get your circufation going and keep
you limber.

Doing It the Right Way
You may accomplish a et at work iz
spite of bad posture, but you'll get a
surprising energy boost and be able
to accomplish even: more when you
practice good posture. Awd good pos-
ture applies not only while sitting,
but also while standing, bending, [ifi-
ing or reaching. Geod posture con-
oibutes te deep breathing, healthy
organ function and goed circulagon—
all great energy boosters. It may take
a little practice, but the return in com-
fort and energy will go a long way
toward helping you look and feel
your best.
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